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1 Copies may be obtained from the Defense 
Logistics Agency, ATTN: DSS–CV, 8725 John 
J. Kingman Road, Suite 2533, Fort Belvoir, 
VA 22060–6221.

2 [Reserved]

3 Copies may be obtained from the Defense 
Logistics Agency, ATTN: DSS–CV, 8725 John 
J. Kingman Road, Suite 2533, Fort Belvoir, 
VA 22060–6221.

whether the OMB Guidelines have been 
complied with. 

[DLAR 5400.21, 51 FR 33595, Sept. 22, 1986, un-
less otherwise noted. Redesignated at 56 FR 
57803, Nov. 14, 1991, as amended at 66 FR 
41781, Aug. 9, 2001.

§ 323.6 Forms and reports. 
DLA activities may be required to 

provide data under reporting require-
ments established by the Defense Pri-
vacy Office and DLA Support Services 
(DSS–CA). Any report established shall 
be assigned Report Control Symbol 
DD–DA&M(A)1379. 

[66 FR 41782, Aug. 9, 2001]

APPENDIX A TO PART 323—INSTRUCTIONS 
FOR PREPARATION OF SYSTEM NOTICES 

A. System identification. See DLAH 5400.1.1
B. System name. The name of the system 

reasonably identifies the general purpose of 
the system and, if possible, the general cat-
egories of individuals involved. Use acro-
nyms only parenthetically following the 
title or any portion thereof, such as, ‘‘Joint 
Uniform Military Pay System (JUMPS).’’ Do 
not use acronyms that are not commonly 
known unless they are preceded by an expla-
nation. The system name may not exceed 55 
character positions including punctuation 
and spacing. 

C. System location 1. For systems main-
tained in a single location provided the exact 
office name, organizational identity, and ad-
dress or routing symbol. For geographically 
or organizationally decentralized systems, 
specify each level of organization or element 
that maintains a segment of the system. For 
automated data systems with a central com-
puter facility and input/output terminals at 
several geographically separated location, 
list each location by category.

2. When multiple locations are identified 
by type of organization, the system location 
may indicate that official mailing addresses 
are contained in an address directory pub-
lished as an appendix to DLAH 5400.1. 

3. If no address directory is used or the ad-
dresses in the directory are incomplete, the 
address of each location where a segment of 
the record system is maintained must appear 
under the ‘‘System Location’’ caption. Clas-
sified addresses are not listed, but the fact 
that they are classified is indicated. Use the 
standard U.S. Postal Service two letter state 

abbreviation symbols and zip codes for all 
domestic addresses. 

D. Categories of individuals covered by the 
system. Set forth the specific categories of in-
dividuals to whom records in the system per-
tain in clear, easily understood, nontech-
nical terms. Avoid the use of broad over-gen-
eral descriptions, such as ‘‘all DLA per-
sonnel’’ or ‘‘all civilian personnel’’ unless 
this actually reflects the category of individ-
uals involved. 

E. Categories of records in the system. De-
scribe in clear, nontechnical terms the types 
of records maintained in the system. Only 
documents actually retained in the system 
of records will be described, not source docu-
ments that are used only to collect data and 
the destroyed. 

F. Authority for maintenance of the system. 1. 
Cite the specific provisions of the Federal 
statute or Executive Order that authorizes 
the maintenance of the system. Include with 
citations for statutes the popular names, 
when appropriate (for example, title 51, 
United States Code, section 2103, ‘‘Tea-Tast-
ers Licensing Act’’), and for Executive Or-
ders, the official title (for example, Execu-
tive Order 9397, ‘‘Numbering System for Fed-
eral Accounts Relative to Individual Per-
sons’’). 

2. For administrative housekeeping 
records, cite the directive establishing DLA 
as well as the Secretary of Defense authority 
to issue the directive. For example, ‘Pursu-
ant to the authority contained in the Na-
tional Security Act of 1947, as amended (10 
U.S.C. 133d), the Secretary of Defense has 
issued DoD Directive 5105.22 (32 CFR part 
398), Defense Logistics Agency (DLA), the 
charter of the Defense Logistics Agency 
(DLA) as a separate agency of the Depart-
ment of Defense under this control. Therein, 
the Director, DLA, is charged with the re-
sponsibility of maintaining all necessary and 
appropriate records.’

G. Purpose or purposes. List the specific 
purposes for maintaining the system of 
records by the activity. Include the use made 
of the information within DLA and the De-
partment of Defense (so-called ‘‘internal rou-
tine uses’’). 

H. Routine uses. 1. The blanket routine uses 
that appear in DLAH 5400.1 3 apply to all sys-
tems notices unless the individual system 
notice specifically states that one or more of 
them do not apply to the system. For all 
other routine uses, when practical, list the 
specific activity to which the record may be 
released, to include any routine automated
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